
 
 
 

Instructions for the Online Platform – Users 

 

 
 
Welcome to the online version of the Accountability Report questionnaire. The online questionnaire 
represents an attempt to further streamline the Accountability Report process. 
 
A few important points: 
 

a) You have to press on the “edit” button next to each question to be able to answer it. Don’t 
forget to save all your responses before moving to another question or leaving the page. 

 
b) Replies to closed questions have been made mandatory, but for those we have also added the 

option “no information”. 
 

c) The relevant bits of Annex 1 (the background Council Conclusions) are accessible through the 
hyperlinked text in the title of each section as well as via the tab at the bottom of each page. 

 
d) All users will be able to generate Word files of replies to a particular section or to the whole 

document by clicking on the Word symbols to appear on the Table of Content page. 
 
Please submit your final consolidated all-of-government response to the Questionnaire exclusively via 
the online tool. The deadline for that remains 3 February 2015. 
 
For any questions on the Questionnaire, please contact europeaid-Monterrey@ec.europa.eu. For 

technical questions – or to flag up technical problems you encounter – you may also get in touch 

directly with Antonio Ca’ Zorzi, from the team that has helped us develop the tool (00 33 6 77 59 22 

17, acazorzi@gmail.com). It would also be most useful for us to receive your feedback on this new tool 

in due course. 
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Table of Content Page 

 

 

  

Page for Administrators: this link will only be 

visible to Local Administrators (i.e. the 

Accountability report national coordinator)  

Export to Word or PDF: click on 

the Word symbol to export the 

section or the whole document to 

Word. 

Navigation: direct links to sections 

of the questionnaire. 
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Page navigation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page footer 

 

 

  

Header: you can 

- click on logout to close your session 

- print the page as it is 

- view contacts at EuropAid and at the supporting team 

- access the help page for the online platform 

- verify your log-in status 

Navigation: this will show you 

where you are and allow you to 

jump to another level. 

Navigation: return to the Table of 

Content. 

Navigation: go to the next section 

Navigation: go back to the 

previous section 
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How to respond to a question 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. To write your 

reply, please 

click on “Edit” 

2. Write your text and click on 

“Save” once you are done. You 

can also click on “Cancel” to exit 

the editor. 

Note: to read and write more comfortably you can 

enlarge the box by clicking and dragging the grey 

triangle in the lower left corner.  

3. Remember: you can still modify 

your reply after you have saved it 

by clicking again on “Edit”. 

Note: you can enlarge the box even after having 

saved it by clicking and dragging the grey triangle in 

the corner (available only on Firefox and Chrome).  
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Blank tables – add a new entry 

 

 

 

 

 

 

 

 

  

To add a new 

entry please 

click on “Edit” 

Write down your 

information and 

click on “Save” 

This is how your 

entry will 

appear. 

You can still 

delete or modify 

the data. 
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Partially pre-compiled tables 

 

 

 

 

 

 

 

 

  

2. To add data on pre-defined 

entries, please choose one from 

the drop-down menu. To add 

another entry, choose “Other” 

and specify the name in 

‘Comments” 

1. To insert data 

please click on 

“Edit” 

3. Insert currency, 

amounts and other 

information as needed.  

4. And click 

“Save” 

5. You can still 

edit or delete 

your entries. 
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Pre-compiled tables 

 

 

 

 

 

 

To insert data on 

a row please 

click on “Edit”  

Insert your data in the 

appropriate boxes. 

Then click “Save” 

You can modify the 

data by clicking again 

on “Edit” 

Include numbers only and specify 

the Unit of Measurement (a 

currency or % of GNI) 
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Background Information functionality 

 

We have embedded the background information in the questionnaire sections for quick and handy 

access. You can also download the full Annex 1 with background information from the navigation bar 

(top right of the web site) or from the link in the pop-up box. 

 

 

 

 

 

 

 

 

  

Click here to view 

background information 

about the topic of this section 

Click on Close to revert to the 

full page of the 

questionnaire. 
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Exporting to DOC or PDF 

 

For your convenience, we have included an export facility, which will allow you to save a specific 

section or the complete the questionnaire and your updated answers to DOC or PDF. The functionality 

is accessible from the Table of Content Page. 

 

 

 

Note: some may have trouble benefiting from the PDF export utility due to the security configuration 

in their computer network, which block proxy services such as the one used to convert the 

questionnaire into a PDF file. 

 

Links to generate DOC or PDF 

files 


